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Title I Technical Assistance Session 
School Improvement Grant Programs 
May 11, 2012 
Presentation Topics 
 
 Internal Control Defined  
 Time and Effort Reporting 
 Auditing 
 Allowable Costs 
 Procurement Controls 
 Inventory Controls & Equipment Controls 
 Tips for TI Directors & Business Managers 
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What is Internal Control? 
A Non-Technical Definition: 
 
An intentional practice or procedure, 
prescribed by management, designed to 
eliminate or minimize organizational errors 
and fraud. 
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Internal Control Principles 
It is a process 
 
It is established, maintained and monitored by 
people at levels 
 
It must be cost effective 
 
It is the responsibility of all employees 
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Internal Controls 
 
All recipients of federal funds must have controls 
that: 
 
 Ensure federal money is spent correctly 
 -Transactions properly recorded and accounted for 
 
 Prove federal money is spent correctly  
 -Transactions are executed in compliance with laws,   
regulations, and provisions of contracts or grants 
 
 Safeguard property purchased with federal money 
 -Funds, property, and other assets are safeguarded 
against loss from unauthorized use or disposition 
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Internal Controls 
 
 Purchase Orders: should indicate that an item or service 
was authorized prior to purchase 
 
 Information on Invoices: should describe the item or 
service purchased and its designated purpose 
 
 Payment of Invoices: should ensure that expenditures 
match agreed upon charges with purchase orders and 
vendor contracts 
 
 Vendor Contracts – should document the activity or item 
being purchased 
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Internal Controls 
 Equipment records – should indicate up to date 
equipment lists, inventory lists with accurate location 
information and physical inventory at least once 
every two years 
 
 Procedures to Draw Down Funds:  should have 
procedures to draw down funds from ESE within the 
allowed time periods 
 
 Title I Set-Asides:  should show the allocation and 
distribution of funds from Title I set-asides “Form 2” 
– SES and Choice are no longer mandatory -  
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Internal Controls 
 Budget Process – should have financial information 
that compares actual expenditures to the amounts 
budgeted (Business Manager tracks). All Principals 
should have a copy of their Title I school budget.  
 
 
 Carryover of Title I Funds:  should have records to 
show the amount of carryover and use of Title I 
funds 
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Time and Effort Reporting 
 Districts must maintain auditable "time and effort" 
records that show how each Title I employee spent his or 
her compensated time.  
 
 Records are written, after-the fact (not estimated or 
budgeted). 
   
 Time and effort records must be prepared by Title I staff 
with salary charged directly to:  
 (1)  A federal award,  
(2)  Multiple federal awards, or  
(3)  To any combination of a federal award and other 
federal, state or local fund sources.  
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Time and Effort Reporting –  
Semi-Annual Reports 
 Full-time staff 
  
 Each district must maintain copies of signed 
semi-annual certifications documenting that 
staff work solely in activities supported by the 
Title I grant. 
 
 See sample Title I Semi-Annual Certification 
Form  
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Time and Effort Reporting –  
Monthly Reports 
 Split-time staff – Work on Title I and other 
activities 
 
 Each district must submit documents that 
describe time spent on Title I and other 
activities 
 
 See sample Monthly Time and Effort Report for 
Split-Funded Staff  
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Time and Effort Reporting –  
Stipends and Other Payments 
 Stipends (and other supplemental contracts) must also 
be reported.  
 Record stipends on semi-annual certifications or 
monthly reports, in the margin, whichever is utilized for 
the particular employee.  
 Alternatively, permitted documentation includes 
 A signed supplemental contract that stipulates Title I work 
activity,  
 Sign-in attendance logs approved by the supervisor (e.g., pay 
for professional development activities, after school activities, 
etc), and  
 Employee time/pay slips that specify "Title I" and are approved 
by the supervisor. 
12 
Massachusetts Department of Elementary and Secondary Education 
13 
Massachusetts Department of Elementary and Secondary Education 
14 
Massachusetts Department of Elementary and Secondary Education 
Title I Audits 
 
What does the auditor look for? 
 
Deficiencies in internal controls 
Noncompliance with laws and regulations 
Questioned costs greater than $10,000 
• Unallowable costs 
• Undocumented costs 
• Unapproved costs 
• Unreasonable costs 15 
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What is an Audit Finding? 
“Findings” are significant issues noted by the 
auditor that are disclosed in your audit report, 
which is a public record. 
 
Your district must prepare a corrective action 
plan to resolve the issue. 
 
Your district may be asked to repay questioned 
costs to the grantor agency. 
16 
Massachusetts Department of Elementary and Secondary Education 
Statistics on MA Single Audit 
Findings 
FY11Commonwealth of Massachusetts  
Common Single Audit Findings: 
    
   4%  Use of Funds 
   4%    Unallowable Costs 
   4%    Procurement 
   11%   Cash Management 
   29%    Time and Effort 
   50%    Reporting/Recordkeeping 17 
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Allowable Costs 
To be allowable, a cost must: 
 
 Be reasonable for the performance of the award and be allowable 
in accordance with OMB Circular A-87.  
 http://www.whitehouse.gov/omb/circulars_a087_2004/ 
 
All costs must be necessary and reasonable 
• Must be necessary for the performance or administration of the 
grant 
• Must follow sound business practice 
• Fair market prices 
• Act with prudence under the circumstances 
• Do I really need this? 
• Do I have the capacity to use what I am purchasing? 
• Did I pay a fair rate? Can I prove it? 
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Practical Question 
Is the proposed cost consistent with 
the underlying needs of the program?   
 
Data-driven decision making 
 
Target funds to areas of weakness 
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Procurement System 
(the acquisition of goods & services) 
 
Open and Full Competition 
Written Policies & Procedures 
Vendor Selection Process 
Policies and Procedures 
Contract Administration System 
Protest Procedures 
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Procurement  
 
 
Common problems: 
• No documentation 
• Invoice predates purchase order 
• Lack of description in contracts/invoices 
• Lack of approval over payment process 
• Inadequate segregation of duties 
• Conflicts of interest 
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Period of Availability of Federal Funds 
Controls should be in place to ensure grant 
funds are:  
  
 Encumbered/expended in accordance with the 
timelines of the respective grant agreement.   
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Inventory Controls 
LEA Title I Office & Title I school will maintain 
a current and accurate inventory record of 
equipment purchased with Title I funds 
(including purchases for private school 
services).  
 
Inventory Listing should include equipment 
that is non-consumable with a life of more 
than one year.  
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Inventory Management System 
Track equipment (and attractive items) 
Supplies 
Inventory at least once a year 
Protect against unauthorized use 
Investigate lost, stolen or damaged property 
Disposition rules on file 
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Sample Inventory Control Form 
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Sample Fixed Asset Listing 
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Equipment Controls 
  
 Must have adequate controls to account for: 
• Location of equipment 
• Security of equipment 
• Property records 
-Description, serial number, acquisition date, cost 
• Physical inventory 
-Must be performed at least every two years 
• Control systems to prevent loss, damage, and theft 
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Travel Expenses 
 Travel…. 
 
Documentation 
Purpose of travel 
Receipts 
Reasonable and necessary 
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Financial Management System 
Track funds 
Complete Financial Reporting 
Reliable Data 
Budget Reconciliation 
Internal Controls 
Cash Management 
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Tips for T1 Directors & Business 
Managers 
 Gather and summarize grant information 
 -Clean and organized records to give to auditors 
 
 Document your policies and procedures 
 -Documentation drives quality and compliance 
 
 Know where to find the OMB Circular A-133. This 
supplement lists 14 areas of compliance that auditors 
are expected to review when performing an audit. 
 http://www.whitehouse.gov/omb/circulars/a133_compliance_supplement_2010 
 
 Make sure the employees assigned to Title I understand 
the grant requirements to ensure compliance.    
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Questions? 
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Contact Information 
Website: www.doe.mass.edu/titlei/ 
Email:  titlei@doe.mass.edu 
Phone: 781-338-6230 
 
 
TITLE I COMPARABILITY 
Determinations & Reporting 
 
 
 
Title I Technical Assistance Session 
School Improvement Grant Programs 
May 11, 2012 
 
Presentation Topics 
What is Comparability – Definition 
Annual Requirement 
 -Written assurance (policy & procedures) 
 -Comparability determinations 
District Policy & Procedures for Comparability  
Comparability Instructions & Forms 
Completion of Forms 
Submission of Comparability Reports to ESE 
Questions/Comments 
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Comparability is a Test of Fairness  
  
 Schools receiving federal Title I funds must receive state 
and local funds comparable to the state and local funds 
given to non-Title I schools.  In other words, Title I 
schools must be getting their fair share of state and local 
funds before they receive Title I funds. Title I funds, by 
law, are therefore supplemental to state and local 
funds.   
 
 Comparability is required by the No Child Left Behind 
Act of 2001. 
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Annual Requirement 
Written Assurance 
 
• Massachusetts Department of Elementary and Secondary 
Education FY2012 Grant Assurances Document. Original to ESE 
and signed copy on file in the district.   
• District wide salary schedule 
• Policy to ensure equivalence among schools in teachers, 
administrators, and other staff 
• Policy to ensure equivalence among schools in the provision of 
curriculum materials and instructional supplies 
Timing 
• Use October student enrollment and October staffing data 
• If Title I schools are not comparable ~ staffing changes need to 
be implemented by November 30th. 
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District Policy & Procedures for 
Comparability 
 All districts must have written policies and 
procedures for complying with comparability 
requirements, documenting: 
• Office responsible for written assurance 
• Office responsible for making comparability calculations 
and measure and process used to determine whether 
schools are comparable 
• District timeline for demonstrating comparability 
• How and when district makes adjustments in schools 
that are not comparable 
 
Samples online at: www.doe.mass.edu/titlei/monitoring/  
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Meeting Comparability 
LEAs must conduct calculations every year to 
demonstrate compliance because Title I, Part A 
allocations are made annually. 
 
LEAs must keep comparability documentation 
on file for outside review.     
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Exemptions 
 Schools with 100 or fewer students 
 
 An LEA with only one school for each grade 
span 
 
 A school with no comparison school in the 
same grade span grouping by enrollment size 
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What Must Be Excluded 
 
 
 An LEA must exclude any 
resources paid for with federal 
or private funds. 
 
 
 
 
 
 
(NCLB, Title I, Section 1120A) 
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Documentation 
  
  We encourage everyone to use the 
 New Comparability Determination 
 Forms on the ESE website.  
 
  However, the Traditional Forms are 
 still available and an acceptable 
 method of determining comparability.   
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Comparability Instructions & Forms 
New forms are easier to complete and automated.  
The only instructional staff to be listed / used are: 
 EPIMS 1305 Principal 
 EPIMS 1310 Assistant/Vice Principal 
 EPIMS 2305 Teacher 
 EPIMS 2310 Teacher – support content instruction 
 EPIMS 2325 Long Term Substitute Teacher 
 EPIMS 2330 Instructional Coach 
 EPIMS 3329 Guidance Counselor 
 
REMINDER: Include only staff paid from State and 
local funds. Exclude staff paid from Title I or other 
federal funds. 42 
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Massachusetts Department of Elementary and Secondary Education 
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Automated Form: Detailed School Data 
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Automated Form: Comparison Schools 
45 
Massachusetts Department of Elementary and Secondary Education 
Automated Form: Summary Sheet 
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Automated Form: Staff Data 
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ESE Generated Report 
 
 The ESE is using a newly created database to 
monitor district compliance with comparability. 
 
 The ESE will run reports annually in August (prior 
year SIMS and EPIMS data) and will notify all 
districts that may be at risk of non-compliance.  
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Massachusetts Department of Elementary and Secondary Education 
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What if a School is Not Comparable? 
 LEAs must take immediate action to adjust 
school resources.  Adjustments may involve: 
 
 Moving Title I funds out of a school 
 
 Replacing them with State or local funds 
 
 Making staffing changes in a school 
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ESE Generated Report 
 
 The ESE will run reports again in March (using 
current year SIMS and EPIMS data).  
 
 Districts in question will be asked to review their 
staffing data and explain discrepancies or submit 
hard evidence of student to staff ratios.   
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2012 Comparability 
  
 Districts should have 
comparability documentation on 
file in their district. 
 
Please call ESE for help completing the forms 
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Contact Information 
Website: www.doe.mass.edu/titlei/ 
Email:  titlei@doe.mass.edu 
Phone: 781-338-6230 
